
Has the candidate ever 
been a Mailing 

Machines Operator I?

Does the candidate have one 
year of experience in state 
service performing clerical 

duties related to outgoing mail 
functions at a level of 

responsibility equivalent to that 
of an Office Assistant?

This candidate 
may be eligible for 

appointment.

YES

OFFICE OF HUMAN RESOURCES

HIRING GUIDE
MAILING MACHINES OPERATOR I

Does the candidate have 
one year of experience 
operating a variety of 

mailing machines in the 
processing of outgoing 

United States mail?

This candidate is 
most likely not 

eligible for 
appointment.

NO

YES

NO

Has the candidate completed a formal work 
experience training program in machines 

operations, such as those offered under the 
Manpower Development Training Act 

(MDTA), the Job Corps, the Neighborhood 
Youth Corps, the Concentrated Employment 
Program (CEP), the Work Incentive Program 

(WIN), or similar programs operated by State, 
Federal or local agencies?

NO

YES

NO

This candidate 
may be eligible for 

appointment.

Please instruct the 
candidate to bring 

a copy of their 
certificate to the 

interview.

YES

http://www.dgs.ca.gov/ohr/Resources/Toolkits/HiringToolkit/HiringGuides.aspx
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